
DhananjayPote
MobNo-(+91)9763543946 EmailID-potedhananjay2008@gmail.com

SENIORHUMANRESOURCESPROFESSIONAL

◆ CertifiedProfessionalinInternationalHumanResourcesManagementfrom LondonMetropolitanUniversity,
Londonwith7.5yearsofexperienceofworkinginLondonandIndia.

HRSKILLS

◆ Payroll

◆ EmploymentLaw

◆ HRPolicies&Procedures

◆ BenefitsAdministration

◆ Exitformalities

◆ StaffRecruitment&Retention

◆ Employee/IndustrialRelations

◆ AlternativeDisputeResolution

◆ HRAdministration

◆ StatutoryCompliances

◆ Orientation&Onboarding

◆ HRMIS

◆ Training&Development

◆ PerformanceManagement

◆ LegalCompliances

PROFESSIONALEXPERIENCE

SATISHTOYMANUFACTURINGLLP—NASHIK,MAHARASHTRA

SeniorExecutiveHR,Oct2017toAug2019

KeyResults:

 WorkedontheturnkeyprojectofPlasticToyManufacturingFactorywith100%EOU.

 WorkedasMRforcompliancerelatedtoToyManufacturingResponsibleBusinessAlliance,GlobalSecurity
Verification,andInternationalCouncilofToyIndustryetc.

 Analyzeswageandsalaryreportsanddatatodeterminecompetitivecompensationplan.
 Consultslegalcounseltoensurethatpoliciescomplywithfederalandstatelaw.
 Developsandmaintainsahumanresourcessystem thatmeetstopmanagementinformationneeds.
 CompetencyMappingAssessmentandEvaluationforwhitecollar.
 TNIidentificationforallbluecollarandwhitecollaremployeesandpreparingannualtrainingcalendar.
 CoordinatingwithExternaltrainersandevaluationofthesame
 Identifieslegalrequirementsandgovernmentreportingregulationsaffectinghumanresourcesfunctionsand

ensurespolicies,procedures,andreportingareincompliance.
 Recruits,interviews,tests,andselectsemployeestofillvacantpositionsasperORG.
 Preparingandfinalizingthejobdescriptionsforallthedepartments.
 EmployeeEngagementActivitiesandemployeesatisfactionsurvey.
 PlansandconductsnewemployeeorientationtofosterpositiveattitudetowardCompanygoals.
 Keepsrecordsofbenefitsplansparticipationsuchasinsurance.
 Plan,personneltransactionssuchashires,promotions,transfers,performancereviews,andterminations,

andemployeestatisticsforgovernmentreporting.
 Coordinatesmanagementtraining ininterviewing,hiring,terminations,promotions,performancereview,

safety,andsexualharassment.
 Advisesmanagementinappropriateresolutionofemployeerelationsissues.
 Administersperformancereviewprogram bydefiningKRAandKPIforevaluation.
 Administersbenefitsprogramssuchaslife,healthinsurance,pensionplans,alltypes’leaves.
 Investigatesaccidentsandpreparesreportsforinsurancecarrier.CoordinatesSafetyCommitteemeetings,

monthlycommunicationmeetings,NirbhayaCommitteemeetingforfemaleemployees.
 Preparesbudgetofhumanresourcesoperations.
 Preparesemployeeseparationnoticesandrelateddocumentation,andconductsexitinterviewstodetermine

reasonsbehindseparations.
 Preparesreportsandrecommendsprocedurestoreduceabsenteeism andturnover.
 Contractswithoutsidesupplierstoprovideemployeeservices,suchastemporaryemployees,searchfirms,

orrelocationservicesandmaintainingalllegaldocuments.



SATISHINJECTOPLASTPVTLTD—Vilholi,Nasik

HRExecutiveMay2014-Oct2017
KeyResults:

 ManagementrepresentativeforInternationalCouncilofToysIndustry.
 ManagementrepresentativeforGlobalSecurityVerification.
 Traininganddevelopment.
 DevelopmentandimplementationofallpoliciesrelatedtoToyIndustry.
 Implementingandrevisingacompany’scompensationprogram
 Creatingandrevisingjobdescriptions
 ConductingannualsalarysurveysandfinalizingCTC.
 Developing,analyzing,andupdatingthecompany’ssalarybudget
 Developing,revising,andrecommendingpersonnelpoliciesandprocedures
 Maintainingandrevisingthecompany’shandbookonpoliciesandprocedures
 Conductingnewemployeeorientationsandemployeerelationscounseling
 Overseeingexitinterviews
 Maintainingdepartmentrecordsandreports
 Managingemployeeengagementactivitiesinfactory.
 Recommendingnewpolicies,approaches,andprocedures.
 Preparesreportsandrecommendsprocedurestoreduceabsenteeism andturnover.
 Contractswithoutsidesupplierstoprovideemployeeservices,suchastemporaryemployees,searchfirms,

orrelocationservicesandmaintainingalllegaldocuments.
 PreparingSkillMatrixforBluecollaremployees.
 PreparingTNIandTrainingcalendarfortheyearandensuringtrainingsareconductedasperplan.
 ContractLaborManagement

MBAUTOINDUSTRIES

HRJuniorExecutiveApril2013-April2014
KeyResults:

 TimeOfficeManagement
 Processingpayroll,whichincludesensuringleavesandworkingdaysaretrackedinthe

system
 PreparingSkillMatrixforBluecollaremployees.
 PreparingTNIandTrainingcalendarfortheyearandensuringtrainingsareconducted

asperplan.
 ContractLaborManagement.
 MaintainingcurrentHRfilesanddatabases
 Updatingandmaintainingemployeebenefits,employmentstatus,andsimilarrecords
 Maintainingrecordsrelatedtogrievances,performancereviews,anddisciplinary

actions
 Performingfileauditstoensurethatallrequiredemployeedocumentationiscollected

andmaintained
 Performingpayroll/benefit-relatedreconciliations.
 Completingterminationpaperworkandassistingwithexistinterview.

FUSHIWELLBEING

HROfficerFeb2012-March2013
KeyResults:

 TimeOfficeManagement
 Processingpayrollandmaintainrelateddocuments.
 HRMIS
 HRAdministration



EDUCATION&CERTIFICATIONS

LONDONMETROPOLITANUNIVERSITY—London,UK

MasterofArts(MA)inInternationalHRM,2013

YASHWANTRAOCHAVANMAHARASHTRAOPENUNIVERSITY—Nashik

BScinHotelandTourism Management,2010

OFNOTE

ProfessionalDevelopment:

◆ SuccessfullycompletedthetrainingofResponsibleBusinessAlliancesonEthicalSourcing.

◆ SuccessfullycompletedthetrainingofEICC(ElectronicIndustryCitizenshipCoalition)atHongKong.

◆ PassedInternationalEnglishlanguagetestingsystem examination(IELTS)Britishcouncil,universityof
Cambridgein2010with6.5BandScore.

ComputerSkills:

◆ HRISapplications(ERP,PamtSoftPayroll)

◆ MSOffice(Word,Excel,PowerPoint,Access,Outlook)

ExtraCurricularActivities:

◆ Playedjuniorstatelevelballbadmintonchampionshipinyear2003.

PERSONALDETAILS

Address :N-53,VF-1,15/10,PatilNagar,Cidco,
Nashik-09,Maharashtra,India.

DateofBirth :17thMarch1989.

Nationality :Indian

LanguagesKnown :English,MarathiandHindi

PassportNo :P5435847

Iherebydeclarethat,alltheaboveinformationistrueandcorrecttothebestofmyknowledge.

(DhananjayS.Pote) Date:
Place:Nashik


